¢ « ( ¢

‘& Afgroved For Release 2000/08/15 : CIA-RDP80- 00832A000266
viA BOOK A ,
_Tpoourlhu‘nlwoﬂ .
8=E~C=R=E-T
CLASSINCATION -
TO ! Chiefs of all Stations and Baseg DATE. .

moM : Chief, ‘Headquarters, RI

GINERAL ¢ Records Management

sexcic 3. Reduction of Adniniltrativo (Ttanmnltt&l) _
Type Dispatches

SUBECT

AotLon Required: As outlined below

1., In an effort to reduce the workload required for tho
processing, controlling, filing, and maintenance of papers, a
Non-Accountable Material Manifest, Form 1236 TEST has been
developed. The purpose of this form is a.cover for material
such as i&nd other forwarded to the Field which is
non-accountable, but yet requires disposition instructions.
This form 1s not intended to replace transmittal dispatches
for which there is a legitimate reason and which are required
for operational and other purposes. It is a convenience docu-
ment requiring little or no control, retention, or processing
beyond its initial receipt. One danger in the use of this L
form is that its convenience may override discretion and material -
which should be forwarded under a dispatch and thus be aocounted
for might be forwarded under cover of this !onl.¢

2, Form 1236 has been used in the NEA Division on a test b
basis, and NEA has advised that the use of the form 1: very 'orth
while and promotes savings in time and vork;oad. ,

25X1A

;Tho completion and processing or rbrn l236 is a8 tollova

. vr@, The form is to be oomplotod 1n.tvo (2) copies -
'11 desired. The original will be forwarded to the addressee
‘with the material covered, and tho yollo' eopy 1111 be -

. retained by the addressor._ . C

- b. The signature appearing on_tho tbrm vill be thc
pseudonym of the individual authorized by the respective
Chief of Station to sign the manifest, Release and/or

.. coordination requirements are at tho di-oretion of the
o Chiot of 8tation. e .
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Book Dispatch No. 475

: c. Items destined for a particular addreesee:a
ould be grouped under one common manifest to pre- o
clude spiit routing, etc.; this ims particularly true
for those manifests originating in the field. A
séparate manifest should be prepared for -material
estined for|EENEEEEENE ~rd other elementss of

Celﬁmn 1: Item Number wili bear the ltems

s o. Column 2: Description will contaln as complete
a description of the material as necessary for clarity.

> o Column 3: Use - The disposition to be made
¥ the specific item T5 to be designated in this column
by the use of the appropriate number for the pertinent
numbered caption under Section a., in the heading of

; g. The form and its material 1s to be listed
on the respective pouch manifest as "Non-Accountable

3 , There will be no receipts exchanged between
adquarters and the field for material covered under
1236. The receipted pouch manifest from the field

3 The yellow copy of Form 1236 19 to be retained
onger than one year. ‘This copy of the form may be

B oyed at the discretion of the respective field

ny time up to one year,,but"must be destroyed

compl,t d sample@form 1s:attache foxgyour 1nformation.
nt wh he sample ‘are not the only 1tems$phich can -
raed with the Non-Accountable Material Manifest. They =~
“that have been included on NEA menitests andare merely
: Others might ‘be payroll'
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'5. If your Station desires to uge this form, it
can
be obtained from headquarters under the stock cont;ol number

of 7530-006-~7377. The form is available 1
to the pad. © in pads of 80 sets

6. This labor-saving device was developed in ons
to a suggestion from the field. P , response

S8ample "Non-Accountable Material
"Manifest" Form 1238 Test (h/w)

(1 November 1957) 1

1 attachment: i
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HON-ACCOUNTABLE MATER 1AL MANTFEST

30 October 1957 g

Chiot of Station, |IEGEGN ;FRW: Chief, NEA
|

e e ettt at e e e

. THE HOM- ACCOUNTABLE ‘MATERIAL (S} LISTED BrLOW ARE FOR STATION USE XENIQEICATEO 8Y ONE OF {QE“FBLQOWIHG

NUMBERED DESIGNATORS IN COLUMN 31

DACKGROUND INFORMAY | ON

01{SCUSSIONS WITH LIAISON SERVICES

PASSAGE TO LIAISON

OTHER (Specity) FYI or per request

OTHER (Specify) Administrative information

T om S A e

contacts,
THE FORWARD ING OF THE ATTACHED MATERIAL CONFORMS TO CURRENT POUCH REGULATIONS.

OTHER (3pecify) Discusgion with end passage to appropriate Government

"M HO. DESCRIPTION
A iR

L _| Significance of Soviet Economic Offensive, 2 copies _ .
2 A Suoccessful Communist Infiltration of Government - 4
3 Shipping Document Lists (3 sets) 5
4 | Facts about International Communist Front Organizations 3
5 "The New Class - An Analysis of the Communist System" by 6
]

_8__| Booklet_ oo NN 4
1 Rubber Stamp - "NOFORN/CONTINUED CONTROL' 4
8 | The Student's Practical Dictionary -GG 4

|_Evaluation ofiiEEN 1

b 4

N _
312367“1 SECRET {13 433
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